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JSC/A3-6 
Serial 2135 

21 February 1947 



L5E.DRANDUM FOR: Secretary, Joint Chiefs of Staff 

War and Navy Department Agencies 
(See Distribution) 




Subject: TOP SECRET Control Procedure 

References. (a) AR 380-5, carrort, dnd Section VI, ’ID Circular No, 7, 

dated 8 Janur ry 1947 

(b) U.S N. Reg., Article 76, current, and CNO Letter, Serial 

No. 856016, 31 Larch 1944 

(c) Combined Security Classifications Agreement, CCS .10/4, 

21 February 1944 



1. RESCISSION . Joint Security Conti ol Memorandum, Serial 2992 , ale No. 
JSC/C15 dated 28 February 1944, subject sari- as above, is rescinded, aid the 
foil orbing substituted therefor. 

2. TOP SECRET CONTROL PROCEDURE . Measures necessary to safeguard all 
matters falling nthm the TOP SECRET category are contained m the references 
listed above. Certain of these measures, pi i_s additional precautionary ones 
relating to handling and transmission oi ”0P SECRET matters aie laic d jvm 
herein, ana vail uc referred to ns TOP SECRLT Control Procedure. 

3. TOP SECRET CONTROL OFFICERS AND CHANNELS , a. Directors or chiefs of 
organizations vho initiate, receive, or process TOP SECRET documents \ ill main- 
tain a system lor handling such documents by tne selection and appointment of 
TOP SECRET Control Officers, defined as those officers of highest integrity 
and proven discretion specifically designated to represent their orgarization 
in the processing of TOP SECRET matters. Tne duties of a TOP SECRET Control 
Officer include receiving, controlling distribution ■sathm the organization, 
accounting for and transmitting outside the organization, al L TOP SEC.FET 
documents. 



b. Hie means of processing TOP SECRET documents through TOP SECRET 
Control Officers is referred to a 3 the TOP SECRET Control Channel 

'4. JOINT SECURITY CONTROL. WAR AND NAVY DEPARTS IJT TOP SECRET CONTROL 
OFFICERS AND CHANNELS IN WASHINGTON . a. Joint Security Control, the agency 
established by the Joint Chiefs of Staff to safeguard the security of military 
information, has been authorized by the War and Navy Departments to eiercise 
over-all control of the transmission of TOP SECRET matters between the Joint 
Chiefs of Staff Organization and the offices of the War and .tfavy Depa tments 
in Washington. 

b. Tne control exercised by Joint Security Control consists of the 
issuance of TOP SECRET Control Procedure instructions and the maintenance of 
a consolidated roster of TOP SECRET Control Officers of all appropriate 
organizations m Washington. 

c. Each organization, agency or office m Washington > hich iancQ.es 
TOP SECRET documents WJJ1 maintain an accurate current roster of its TOP SECRET 
Control Officers and furnish a copy of same to Joint Security Control . Joint 
Security Control vail maintain a current consolidated roster of TOP SECRET 
Control Officers of these organizations, and will furnish copies to each 
organization for convenience and aid in handling TOP SECRET documents. 
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5. DETAILED PROCEDURE , a. Larking and Enveloping. All TOP SECRET 
documents nil be enclosed in two sealed envelopes when trarsmvbed by courier. 
The Inner envelope ill be marked TOP SECRET and the addressee specified by 
title, however, where desirable for reasons of additional security t' o nnner 
envelope nay be addressed to a particular individual by name. The cucer 
envelope will be addressed to the addressee by title. In addition, 1 1 every 
case where such information is available, the address will also iroluie - 

"Attention: " with the name of the receiving TOP SXRET Control 

Officer shoim. Alternate TOP SECRET Control Officers may be inaicp.el in 
order to insure delivery. The words "TOP SECRET" Till not eppear on bhe outer 
cover. 

b. Transmission , (l) TOP SECRET documents nil oe transmitted m 

accordance itn the provisions of paragraph 27, AR 380-5 
and Section VI, '¥D Circular *o. 7, 1947 or Article 7&, 

U.S. Navy Regulations, or as permitted m (2) or (Z) below 

(2) TOP SECRET documents may be transjnitted fr~r> one TC'P SECPlET 
Control Officer directly to another. 

(3) lihenever practicable, TOP SECRET documents mapr be i ransmitted 
cy direct contact betA een personnel authorized acct ss to such 
.oiforiaition, provided tno proper TOP SECRET Control Officers 
are appropriate! ; notified. 

c. Handling , lihen tie document is not in use it .ill be k pt m a 
suitable safe as prescribed m referenced regulations, When not act ialiy be: ng 
referred to, it /ill be kept face Coin or closed wnenever personnel re present 
\*ho are not authorized to see it. In addition to hue prescribed sec lnty ‘lark- 
xngs, each document will 'mve r cover sheet which Till be blank exce ot for the 
phrase "TOP SECRET" and the document or file numoer. 

d. Distribution . Distribution of each document , ill be co ifmed to 
specific addressees, their deputies, or to the TOP SECRET Control Officer. 



e. Persons Having Access to TOP SECRET Ratter . In the processing of 
TOP SECRFT documents, certain officers and clerks m a headquarters must see 
and work , ith there documents. THIS GROUP W5T BE KEPI TO A J'HaL.. -11 must 
be individually warned about disclosing 3uch natter to personnel whose duties 
do not require it. Doth military and civilian personnel m this group must be 
specifically selected and approved. The TOP SECRET Control Officer for eacn 
office handling TOP SECRET material nil maintain a register of individuals to 
whom such Iniormation nay oe released. Sacn individuals are not to be con- 
sidered TOP SECRET Control Officers, nor required to be deri'mated as sreh. 

Only personnel \ no absolutely need to possess 1 hole or partial knot i edge of 
the contents of the document ’ ill be permitted to see the necessary portioiis 
, which pertain to their particu! ir interests. 

6. CLASSIFICATION OF ADi ELNISTRATIVE PE? MLS , administrative c etails 
growing out of TOP SECRET matter will be classified m accordance w th tlieir 
own contents when they do not of themselves reveal, m fact or by inference, 
information requiring TOP SECRET classification. Such admimstrati re ratters 
include movement orders for personnel, equipment, or »iateriel -inch ’-hen 
properly prepared, can be sent through usual charnels m the approp late cate- 
gory of SECRET, CONFIDENTIAL, RESTRICTED or unclassified. Such communications 
should be prepared so that bhey ao not disclose the projected opera ^im or 
project for which the personnel, equipment, or materiel is intended, nor contain 
vital parts of the plan proper, nor references to special equipment tne nature 
of which would divulge the plan cr project. It is essential thao ill matters 
relating to TOP SECRET information be examined prior to release frot TOP SECRET 
channels to insure that tnere is no compromise of information through comparison 
« ith other communications. 
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TOP SECRET Control Procedure inasmuch is such procedure is 
responsibility of the individual Services concerned. 

For Joint Security Control. 
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Secretary 
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